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Overview of the Licensure Process 
 
 
Average Number of Incoming Mail 
Verification of Experience forms  30/day = 150/week 
Transcripts 20/day = 100/week 
Miscellaneous mail 10/day = 50/week 
  
 
Average Number of Incoming Calls and Emails: 

  

 
 
Licensing Flow Chart   
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Phone Calls 75/day = 375/week 
Emails  30/day for each staff  (5) =750/week   

Licensing Mail  
1.Applications 

• PSY 
• PSB 
• RPS 

2. Verification of 
Experience Forms 
3. Transcripts 
4. Miscellaneous  
 
 
Each application is 
logged and file folders 
are created.   

Applications are 
then 
acknowledged and 
distributed to each 
analyst 
accordingly.   

Each analyst 
evaluates the 
applications, 
determines the 
eligibility of the 
application, 
enters the file in 
ATS (Applicant 
Tracking 
System) and 
notifies the 
applicant via 
email.  

Approval 

Applicant is 
allowed to take 
the EPPP 

Applicant is 
allowed take 
the CPSE 

Applicant is 
allowed to take 
the CPLEE 

Application placed on 
pending status. Board 
requires additional 
information.  
Applicants are notified 
via email 
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Application 
is processed 

for 
licensure 
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Registration  
(PSB or 
RPS) is 
issued 


